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| gjMAfl RB3CXJRCI5 PROGRAM 

Jars 

assist members ofthZ tS ™?*.?? ~ supervisor trailing program to 

th» best sod fhllost usJpttS iodivtdiS^SS* te “ to 

SitiTs** 1 SxSfc'SJ&sr^: r*' • 

nesttog sEBcmteefelr si* tie^fai^fSte^/ 013 ^ 

bas been achieved* .fell Irouo BmatintM s t fi ££ °f organisation 

Of tbs Mraagaaant TWintn* Sirtsion 1 ** the pKKraa^s b LttoS*L < w5L 8t,tf * 

sirsassj? H - *J%s£££stt£St 

top ptOlsy Staff of Sit 1ST ifg-^sr,^ a» 
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oororo it la instituted «$r Of fice in the organisation^ 


Group Meeting #1 



•ion of the 


sources 


a the 


JS 6 ? 61 4j* “* »®*^*ra>e stJUj&s to GovexnwBfc 

■ I •: * { 

Managements gsttini work clone throfagfc people 1 ■ I 

tne da slopsfeert of people r ’ 

supar^i^orjr,, sdniaietr*.tlTO, sod assent^ ftadjaans 

Discussion of rasagaaat P»tts*i ttm the wparienoeiof the group 

Five functions a? management 

Five kejr principa.es q£ raa nagaaaa b 

AsaigffiaeQtG for | h?4 oonferaietae aad for next group meeting,. 


1 hr® 
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^ Individual Conferences 


Ps|gt 2 a 


| hr* x th© rnabor of ii^rvlsora 


A one-half hour individual conference with each supervisor is scheduled 
altar the first group meetings la preparation for this conference, tho 
supervisor notes on a 3$*> card for each employee la his unit the 
following informations ; length of time in the organisation, length of 
time la the unit, deaaen^ trated sirangiht? of this eiipiloyee, apparent 
weaknesses of this eagpl^yee, action taken by the supervisor during the 
past twelve months to assist this miqpXcijee to aghleve greater efficient/ 


Group Meeting #2 


» 


Im ^aont 


Priqq&plfa and Problssif 


1 hTa 


Management problems aotfd to date 

i 1 

! ? 

Five functions of management in review 

Five key principles of management and their application hers 
The effective manager is Government 

Assignment for the next : meeting* 

1 ; 

Chroup Meeting #3 Developing a S Ux»g Team 


X hr« 


Tinder what conditions do people do their best ? 
best out of people 7 


How do m get the 


Discpaslon of the meaning of democratic administration 

...... | : 

Judging the effectiveness of management 

f 

Aesignmsnt for the next meetingo 
0rou P feting # 1 . Afi ^io^lrogrqB 

Review 


1 hr 0 


Concrete suggestions for improving management in the organisation 
FUm for the first followup meetingo 

This compact program is designed to focus attention upon the human relations, 
factors that are basic in effective management, and to serve as the foliation 
for other supervisory training programs that may be developed to meet specific 

needs 0 

< i i- 

The supervisor, the middle man i& operations, is recognised to be the 
key man in maaagemenfeo 


mi 


J*B„W* 
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HUMfeN RESOURCES PROGRAM 


Croup Meeting #1 


Manageme nt in the F ederal Service 

wiwiw—B Til WW in mi wnir i tmr i 1 ~ 'll flirt 


Objectives* incentives* end measuring sticks in Government 
Substantive vs 0 administrative! functions 
Ibis organisationo 

f ■ * 1 

Managementt getting work dome_ through others 
the development of people 

i supervisory* nddidstrative* and executive functions o 

Five functions of manageracia^ 

lo Organising 
2. P l a nn i ng 
3« Directing 
* U« Coordinating 
5* Controlling 

: ' j ' 

Five key principles of management 

t 1 1 

lo Clear-cut definition of job responsibilities 
^)2 0 Delegation of responsibility, and understanding end acceptance of 
responsibility by each jasraber of the staff 
3® Authority commensurate with' delegated responsibility 
Ilo Functional cooperation in terms of task requirements 
5® Effective spaa of control > 

,!>. | : . ■ j 

„ Discussion of management problems that we have encountered in cair general 
I '?experience 0 

’ I ; j. 

r SS2L %£2!3l Meeting . 

■ * . | : S 1 ! 

Outline and be prepared to discuss t .What do you consider to be the 

* essential characteristics of the effective manager in Government 7 

• i : ; . i 

For the one-half hour schBduiod confeyepce 

Be prepared to discuss briefly the obstacles to good management that 
you have encountered in your (experience in this organltation» 

Also* please prepare a 3x5 card for each individual under your direct super* 
vision* notings a« length of time the person has been in the organisation! 
e \ bo length of time in the unit; c« demonstrated strengths; do apparent 
weaknesses! e c action that yqj*. have taken during the past twelve months 
to assist this individual to ac|iieve greater efficiency c 

1 : : i 

v 
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w&m resources program 

Group Msetlpg #2 * Management Principles and Problems 

Page L > 

Problems noted here 

Coordination functional to the mission of the Offices 

Authority coaaensurate Kith responsibility 

Clear definition of unit responsibilities 

Clear definition of individual responsibilities 

Realistic understanding of capabilities in response to requirements 

Personnel 

Placement 

Career programmings 

Establishing the means for conscious education* intensive and 

extensive* on how the missions of the Office are to be achieved 


Problems often noted in aaaa^apaenfc situations generally 

* 

Communication*-- up and down 

Coordination*- transition from small, task force to large organization 
The problem of status or significance 
Dependable requirements 

Broadening the base of the need to know 0 
Realization of toe amount of discussion required prior to action} 
staffing up 

Maximum utilization ’of talent 

Division of labor; administrative and substantive c 

Personnel 

Recruitment; promotion promises 

Promotion for substantive competence rather than for 
administrative position. 

Participation of supervisor in selection of staff « 
Functional organization structure 

Fluidity of this organization 

Consulting those on the job to see how organization 
can be improved o 

Understanding toe Importance of good human relations in management 
Report writing 

Crash jobs vs* long-term planning* staffing, and training 
Clarification of objectives at each echelon continually 
Top-side contact; review and inspection of the troops 
Adjusting to toe personal idiosyncrasies of our colleagues 
Space; ventilation 
Enforcing regulations 
Cost factors 

Working with the administrative office 
The function of standard operating procedures 
The function of staff meetings 
Developing a team-work approach* 



roved For Release 2001/07/25 : CIA-RDP56-00403A0001 00020069-2 


| ?' -j ■! 'H1 1 


Approved For Release 2001/071/2^ : CIA-RDP56-00403A0001 00020069-2 


^up Mseting #g 


Th e effective manager 1 


:l j 

fattOU RESOURCES PROGRAM 

1 ■ ■ i : : I : ■ ' I 

Hagagament Principles fad Probj^ 



Mnn? the r^quAr^ttents for laarierahip through fri* - 


1. Vitality c ejoj’sncfi 

2« Initiative 
3 « Decisiveness 
Persuasiveness ! 
f. Respcjasifcilitj j 
6o Intellectual capacity 


Secures dercocrati: cjo^p eratloo Ifronrhla staff thro^ m« . 


lo Integrity 
2o Thoroughness 
3© Coiasunication [ 
ho Ability to delegate 
So. Fairness and tact 
6o Enthusiasm 


For Group Masting £ | 
Outline and be prepared to 
do their best ? How do m 


discuss* Under what conditions do people 

; i .. . | . j 

get the best out of people ? 

t * * ■ i j ■ 

i : ' I I 
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Qrgop Meeting #3 





ftppblegs that were djggugggfe at 
Five functions of manaaoMon^. 

Flye. key principles of management 
The effective manager in C^epmsrit 

j; • . ; 1 

coat ii tions do people do their beet? Bow do wa get t he 


OUfe 


1» 

2 , 

3o 

2u 

*£.* 

*6. 

7. 

8 , 

10o 

lie 

12 o 

13e 

Hu 

16, 


17© 

18* 


To be treated courteously and welcomed to the job* 

To have an assignment that is clear and definite* 

To be instructed intelligently. 

To know what constitutes a Job well done,, 

To be told, frost fc^me to time, hew you®re doicp. 

To feel that your *b*lity is fully utilised. 

To feel that your \fork contributes to the cause. 

To have your opinions and feelings respected. 

To be given credit when it is due. 

To work with anyone you respect. 

To receive pay and grade for the work you do. 

To have a sense of .security in the job. 

To have confidence in the organisation. 

To have the organisation take an interest in your health and welfare. 
To know in advance .about changes that will affect you. 

To be lnfoxmed regarding the progress of the oiganiaation as a «hr4t 
ana to receive cun^ent information about new po licy , aritoiis t^tive 
procedures* etc<* 

opportunities to talk over the work of the unit la order to 
take stock of progness from time to time. 

To participate in planning the program of the unit. 


kJ 


Pemooratic principles of admjtajlatratloR 
Judging the effectiveness ofj managements 

}; 

For Group Meeting 4k 

Be prepared to present and discuss one concrete suggestion for improvi v the 
management process in this organisation, ** 

\ '\ 
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Sail Mas 


Chase, Stuart 

Given, William Bo Jr* 

Given, William Bo Jr© 


(Hover, John B„ and 
Hewer, Ralph M© 


Halsey, George D© 


Learned, Edmund P 0 
and Ulrich and Boos 


McCormick, Charles P© 
Pfl finer, John 11© 


Simon, Herbert A„ 
and Sn&thburg and 
Thompson 


Oris, Aurea and 
Shapen, Betty 


THE PROPER STOUT UP BW9K33© 

Harper 


srajawip wmsmm 

Harper 


RpcEura out m mmmm 

Harper 

TpE'iiDICGIISIRATiB? Cases on 
Ifoopn Relations in Bustesse 

Bichard 0, Irvin Inc, 

i 

sWencstoBG people 

Harper 

sboorite action 

Harvard Business School 

1 

4e POWER OF PEOPLE 

Harper 

{ 

I 

•T^E SUF0Z7ISKM OF PERSONNEL 


PUBLIC ADimaSTRATIOH 


WEE PEOPLE 


4*RI2JSG 
i&Dffiillaii 


19&8 

(305) 

I 

lSli? 

(in.) 

f 

(175) 

39#2 

(t!6) 

1916 

i • 

(225) 

!• 

1951 

(211!) 

1 i 

1919 

(131) 

rt pt Man 

1951 

(i&o) 

29*0 

(# 82 ) 

19i9 

(311) 


D«E„Ko * J*B*W© 
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